Type out your octopus letter.

Use Microsoft word 2007(
Start



All programs



Microsoft office 


2007



Microsoft word 

Before we type the letter we want to SET UP the paper using  some TABS

PART 1(Margins and Headings
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1.  Click VIEW


Click box next to RULER

2.  Set tabs for indenting


Use the ruler at the top


Click on the ½  mark and the 4 inch mark (Do NOT drag anything around)
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↑ Your ruler should look like this ↑
3.  Set Margins


Page layout (@ top)

Margins

Normal, (top, bottom, left and right should ALL be 1)
4. Press TAB 2 times before each line

Type:
 your REAL name, Octopus    (enter)


Name of an Ocean       (enter 2 times)



today’s date

4. Enter 2 times


Type: Dear Scared Scuba Diver,


ENTER

Typing the LETTER(PART 2
ENTER at END of paragraph ONLY

5. Paragraph #1


TAB 1 time



Introducing yourself as an octopus.



Make up a time and date where the scaring took place



INCLUDE some information from the PERSONALITY section


ENTER

over
6. Paragraph#2


TAB 1 time



Describe what you, an octopus, looks like.



Use information from the ATTITUDE and INFORMATION section to explain why you think you scared the diver.


ENTER

7.  Paragraph # 3


TAB 1 time



Apologize for what you did



Ask to be friends.


ENTER 2 times

8. Type: YOUR FRIEND,


ENTER 4 Times


Type: your name 


9. click  

SAVE AS,

X drive


 your name and OCTOPUS


10.  File Print


CHANGE PRINT LOCATION TO H7 
